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1.0 Overview

In the autumn of 1998 the DNFSB issued Recommendation 98-1 concerning Integrated Safety
Management. The Department responded to the DNFSB with a November 20, 1998 commitment to
develop a* consistent, disciplined framework for developing and implementing corrective action plansin
response to oversight findings, tracking and reporting status of corrective actions, verifying the
completion of corrective actions, and resolving differences or issues that may arise relative to corrective
actions.” DOE's subsequent March 10, 1999 Implementation Plan for DNFSB Recommendation 98-1

The Department needs a more effective process for tracking and reporting the status of
corrective actions in response to oversight issues.” Therefore DOE has developed a Department-wide
Corrective Action Tracking System (CATYS), that allows the DOE community to track and report
corrective actions, share safety management information across the complex, and to make DOE safety
status and actions available to the genera public.

CATS isaWeb-based database used to maintain the documentation associated with safety assessments.

It isused to create, edit and view Source Reports, 1ssues, Corrective Action Plans (CAPS) and individual
corrective actions (Actions) resulting from assessments. Assessment Reports and their related Issues are
entered into CATS by EH-2 staff, while the resulting Corrective Action Plans with itemized corrective
Actions are entered by the respective field organizations that were the subject of specific Reports. So that
Users may readily find pertinent information, CATS alows the linking of Actions to the Reports and
Issues they address.

Security measures have been implemented to ensure the integrity of the data entered into the database.
Access to the database is controlled through User I1Ds and passwords. The IDs, passwords, and CATS
data remain secure through encrypted data transmissions across the Internet.

1.1 CATS Database Access Control Overview

Most persons with accessto CATS will have view (read-only) access. CATS s available to the genera
public. To prevent unauthorized persons from entering or changing datain CATS, only specific DOE-
HQ or Field persons will be alowed to enter data; they will have Editor rights.

To implement this policy, the following security features have been implemented in the CATS Database:

Lotus Notes Access Control

Access Control List(s) (ACL) Used to define the persons with database access and the specific
functionality allowed for them.

ACL Roles Used to refine ACL functionality, by granting or limiting access
to additional database functionality.

Section Security Used to limit access (hide) portions of information in a document
(typically for the general public).

Reader/Author Fields Used to limit or restrict access to views and documents,
especially editing access.

1.2 Recordkeeping

The CATS system is not designed to serve as an electronic recordkeeping system. All pertinent records
related to an issue must be maintained by the organization of origin in accordance with DOE regulations
and guidance.
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1.3 Privacy Act Statement

The CATS isavailable to the public. All data entered into the system must be carefully reviewed prior to
submission to ensure that no Privacy Act information is included..

1.4 Security

The CATS system is an unclassified system. All information entered into the system must be carefully
reviewed prior to submission to ensure it is unclassified.

CATS uses the Secure Sockets Layer (SSL) encryption protocol to assure integrity of data asit transits

the Internet. Users must have a version of Netscape (or Internet Explorer) that supports SSL
communications. Reasonably recent versions do support SSL.
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2.0 Using CATS

CATS s aLotus Notes web-based application that runs from a domino server. CATS can be accessed
through one of three Internet Browers; Internet Explorer, Netscape Navigator, or Lotus Notes Web
Navigator. Each User isrequired to initiate alogon ID and password the first time they access CATS.
Once the User receives their logon information, they are ready to use the CATS system.

2.1 Accessing the Internet

The Web browser used, istypically one installed by the computer support team for DOE users. To access
CATSiit can be any one of the following three:

Netscape Navigator

Metzcape
M avigator

Internet Explorer

€

|nternet
Explorer

The most common web browser for
most Government agenciesis
Netscape Navigator. (Notice theicon
above contains a curve arrow inside a
small box indicating theiconisa
shortcut or link to the application file
on thelocal drive.)) Theicon can be
removed from the desktop.

Another popular web browser is
Microsoft's own Internet
Explorer that comes standard
with computers running
Windows 95 (version C) or
greater, or Windows 98.

Internet Explorer is part of the
Windows system platform, and
therefore cannot be easily
removed from the desktop.

Accessing the Internet

To access the Internet using Netscape
Navigator, complete the following

steps:

1. Double-click on the Netscape
Navigator icon located on the
Windows desktop. The
designated home page for your
organization, or another one you
may have chosen, will be

displayed.

Accessing the Internet

To access the Internet using the
Microsoft’s Internet Explorer,
complete the following steps:

1. Double-click onthe
Internet Explorer icon
located on the Windows
desktop. The designated
home page for your
organization, or another one
you may have chosen, will
be displayed.

Note: For the purpose of this documentation, all examples for Web browsers will relate to the
Netscape browser. However, the functionality of the other browsers is very similar.
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2.2 URL Address Locator

A URL (Uniform Resource Locator) contains specific address components that identify where aweb page
islocated. Http:// indicates the link is on the Web and is followed by the domain name or address (e.g.,
www.doe.gov) that is alocation of adirect web site.

A} Hetecape HETED
bl Edi Yiew [o . Commumcalor Help
< ¥ 3 D 2 @w @ 4 B
iz Bk e Aelosd Homez Samph  Mewcape [ TE Spoully Sk,
B wlf Bokmaks A Lecadion filp Mnchinguk ch dos ooch 2epeals] | red =] T et s Flslaied
Bookmark Button URL Locator Bar

1. Enter the web site address in the URL locator bar.
2. Press Enter to retrieve the web site.
3. Click the Bookmark button. A list of bookmarked URLSs is displayed.

4. Click on Add Bookmark to save the address for future use

2.3 Netscape Web Navigator
Web Toolbar Features

Bﬁ Back —Moves to previous document page one at atime
Foﬁd Forward — Moves to the next document page one at atime
| iﬁ Stop — Stops the process of loading a document onto the screen
H:E' , Reload — Retrieves a current document again with any added changes
Hfﬁ Home — Opens or returns to the organization's home page
| = Search —Finds aword or phrase on the opened page
Search
iz Print — Sends the open page to the default printer
Print

«f Bookmaks ~ BOOkmarks —Keepsalist of web page addresses for easy access and
opensthe list of web page addresses to select from
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2.4 Accessing CATS:

To access CATS complete the following steps.

1. Open your Internet browser.
2. Enter the ISM Resource Center page URL: http://tis.eh.doe.gov/portal/ism/cats.htm.
3. Click on the registration/logon option for Corrective Action Tracking System (CATS).

[ B B iew Fovkea ToHek:

| & - Q9 [ A R e R
Bl s Ech

~Gkop  Fedesh  Hores Ferodies  Histoes Hed Prid
|itkhess (] hepim ohdos povpatabfndcatz i =] e
| Links 2] Back b Weals 2] Churl i 2] Cintrion Uik @8] FramHotal 2 Jirdaral Gt 8 Nl 8] Wirndos L "
=4n,  Environment, Safety and Health e
Portal
s the Doyl
Customize your wiew of ES&H Information

ISM Resource Cenfer Fzlated Sitos

# CHARTER S U Nl ot ihed SO Mai S |
M Aws

£ a1
Management Tooi's

=

"""" wipartadl T
Wt | S0 | D Mook Wil -TATEL | 8 o - pophaed |[& 100 ot Enviesnms...  (RSALEE T 10BAM

The Corrective Action Tracking System screen provides four (4) login options: User Login, Guest
Login, Change Password, and New Users.
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|“’;.*~@@ﬁnﬂia|_@~§g—d,
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OPTION 1: First Time User

OPTION 2: Registered User

la. Click once on the New Users button.
|
| Users

Note:

If prompted with a Security dialog box,
select OK or Continue button.

1b. When the registration screen appears,
click on the Request New Account
button.

1c. Select aLotus Notes user type from the
CATS Access Information screen.

1d. Complete the attached on-line registration
form and click the Submit Request button.

In approximately 2-3 business days, you will

receive your access information via the e-mail
address you provided on the registration form.

Option 3: Guest Login

2a. Click once on the User Login button.
R
Login

Note: If prompted with a Security dialog box,

select OK or Continue button.

2b. Enter your user name and password. Click
OK. (Note: Passwords are case sensitive.)

Usermname and Password Required

Enter usemame for /eh-2 at tis-web-input.eh.doe.gov:

User Name: I

Passmord l

Cancel ;

2c. You are entered into the CATS Man Menu
System:

Option 4: Change Password

3a. Click on the Guest Login |

Guest
Login

button.

3b. At the guest access screen, click the Guest
|} Guest
Login BEEEE

button.

3c. Enter the user name and password; click OK.

3d. You are entered into the CATS Main Menu
System:

i Cchange
i Password

4a. Click the Change Password button.

4b. When the registration screen appears,
click on the Change Password
button.

Note: If prompted with a Security dialog box,

select OK or Continue button..

4c. Enter your user name and password at the
Change Password Request screen. Click OK.

4d. Enter your old password.

4e. Enter anew password or keep the one

provided by the system.
4f. Click the Submit Request | =ubmi Feguest
button.

Note: As a registered user, you are also able to enter the CATS Main Menu via any bookmarked CATS
page. If you choose to access CATS using this method, the system will bypass the logon page (bottom of
page 5), and prompt you for your login ID and password before entering the CATS Main Menu.

CATS User's Guide 5A
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2.5 CATS Main Menu Overview

Once the User has successfully logged onto the CATS system, the following CATS Main Menu is

displayed.

Navigator

View Pane

A 4 s & a @
Bagkt Foatl] Rebad N HETE G carchNeiscape & Gesidy  Sioy

F w7 Bookmarks i L

] b hd h rat v] @7 whal's Fielated

g Instart Message Intemet (5 Lookup (§ MewtCool RealPlayer

Search for a Report/CAP

[Search type

‘(‘ Al C Any CAP Search Criteria

Enter your search criteria into the appropriste fields and click this bution

(Cognizant Line Menager

Execute [esponsible Organization

I
I
Blank fields will match all values I
|

[Responsitle C50
[&spproval Dus Date
[Report Search Criteria [ pproval Status Open =]
[Report Title [ [\ pproval Date [
[Final Report Date [ [Reviewed by EH.2 [
(Office/F acility Reviewsd [ (Completion [
3 == [Dosument: Dons

View

Description

Navigator

Displays alist of actions and forms available to the user. (Thereis
more on the Navigator in the Navigating CATS section of this
document, below.)

View Pane

Displays the form selected in the Navigator, or displays documents
selected.

CATS User's Guide
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2.6 Navigating CATS

CATS provides a nesting navigation system. The nesting navigation system consists of three levels of
options: Function, Form, and View. Each level is not necessarily available for each function selected.
A button in the Navigator represents each possible selection. When a button is selected, it's color
changes from Blue to Y ellow on the screen.

Selectedgb Bc

Unselected

Following is an outline of the available nesting options, organized by level.

Function Form View

| —>

[Tssue —

[Search|

CAP | ——

Action ———»
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Function Form View

Link

:
2
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3.0 CATS Data Entry

The CATS database allows authorized Users to create four different types of documents; Source Reports,
Issues, Actions, and CAPs.

3.1 Create a Source Report

The Source Report is the Office of Oversight report in which the safety issue (s) areidentified. Reports
and issues from Evaluations, Special Reviews, Special Studies, and Type A Accident Investigations are
tracked in the CATS. Source Report information is entered into CATS by the Office of Oversight.

e Bl Wes f [oerarasor  Bsp

i 3igsagas

5 b poh) Peed  Hmér | Sesch Howews Pl Sl o Bl
: .J'_lu.un B EEsn o e irged e oo ot of
L e s T e R

Cats w

I
= [lAnoe

H

1 ypaaa de ok waplictly avw, tha data on thir form il b bot

L 1 it 1 Ersed e e Dl v, v e e 1ok e ob= ER o |

From the Main Menu, select the New button.

Select the Report button. The report form is displayed.

Click once in the Report Title field. Enter the title of the source report. Press TAB to go to the next

field.

4. Enter the final report datein the field in MM/DD/YYYY format. Or, click once on the Pick Date
button and select the appropriate date from the Netscape Calendar. Press TAB twice to go to the next
field.

5. From the drop down list, select the Office/Facility Reviewed.

6. Click once on the Save button to save the report entry into the database. (Note that the Report text

itself, is not entered into the CATS system.)

wWnN e

NOTE: If you make a mistake while entering the data, select the Clear Data button to clear all fields.

NOTE: Once a Report entry is made, CATS automatically takes you to the Issue entry field so the Issues
associated with the Report may be entered — see the next section below.
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3.2 Create an Issue

Anissue is aconcise statement of the safety finding, problem, judgement of need or deficiency that needs
to be resolved by line management. The Office of Oversight enters Issuesinto CATS.

El BB Wea 0 Dowamsosnd Hao
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FHIM o thes CTRL ke o skt il s vk 3 Cormpsstencs Camrsnsorms s Besporsb s

4 Did ppced Prioriies

5 e wi B ouiion of Sofeip Biandand e ardd Recu sy

B Hazand Controda Taborod b Wark Bake) Porormd
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If creating a new Issue immediately after creating a report, skip to step 5.

1. Fromthe Main Menu, select the New button.

2. Sdlect the Issue button. The Assign New Issue to Report screen is displayed.

3. From the drop down list, select the Report to which the new Issue should be assigned.

4. Click once on the Assign button. The New Issue form is displayed.

5. Click oncein the description field and enter a description of the new Issue. Where possible the issue
description should be taken verbatim from the final approved report, study, evaluation, accident
investigation, or other applicable mechanism. If the report word-processing file is available, this can
be done very easily using Windows’ Edit-Copy and Edit-Paste features.

Click once on the appropriate Guiding Principle from the available list.

From the drop down list, select the appropriate Core Functions.

From the drop down list, select the appropriate ES&H Functional Area

Click once on the Save button. Theissueis saved in the database and a new blank issue formis
displayed. The new issue form is associated with the report previoudly created, or selected in Step 3.

©ooNO®

Note: If you want to clear the New Issue form before saving the issue, click once on the Clear Data
button.
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3.3 Create a Corrective Action Plan (CAP)

The CAP is prepared by the cognizant line manager, in consultation with the applicable CSO. The CAP
addresses the Issues raised in the Formal Independent Oversight Assessment Report.
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From the Main Menu, select the New button.

Select the CAP button. The Put CAP Data on Report screen is displayed.

From the drop down list, select the report to which to assign the new CAP.

Click once on the Assign button. The New CAP form is displayed.

Click once in the Cognizant Line Manager field and enter the appropriate information.

From the drop down list, select the appropriate Responsible Organization.

From the drop down list, select the appropriate Responsible CSO. Press TAB to go to the next field.
The Approval Due Date field is completed automatically by CATS.

From the drop down list, select the appropriate Approval Status. Press TAB to go to the next field.
Enter the appropriate datein MM/DD/YYYY format in the Approval Date field. Or, click once on the
Pick Date button and select the appropriate date from the Netscape Calendar. Press TAB twice to go
to the next field.

. Enter the appropriate information in the Attached Plan field by clicking once on the Browse button.

The Windows 95 file management dialog box is displayed. Locate and select the appropriate file to
attach to the new CAP. Press TAB to go to the next field.

From the drop down list, select the appropriate data for the Reviewed by EH-2 field. Press TAB to
go to the next field.

Enter the appropriate datein MM/DD/YYY'Y format in the Action Completion Date field. Or, click
once on the Pick Date button and select the appropriate date from the Netscape Calendar.

Select the Save button to save the CAP to the Report identified in Step 4.

Note: If you want to clear the New CAP form before saving the CAP, click once on the Clear Data
button.
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3.4 Create an Action

Corrective actions describe actions that will correct the safety issues identified in the independent
oversight report.
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From the Main Menu, select the New button.

Select the Action button. The Pick a Report screen is displayed.

From the drop down list, select the Report to which to search for an Issue.

Click once on the Select button. The Pick an Issue form is displayed.

From the drop down list, select the Issue to which to assign an Action.

Click once on the Assign button. The New Action form is displayed.

The Number field is automatically calculated and displayed.

Click once in the Description field and enter the appropriate data. Press TAB to go to the next field.
Enter the appropriate data in the Action Deliverable field. Press TAB to go to the next field.

Where possible the description and deliverable should be taken verbatim from the Corrective Action
Plan. If the CAP word-processing file is available, this can be done very easily using Windows’ Edit-
Copy and Edit-Paste features.

From the Deliverable Attachments field, click once on the Browse button. The Windows 95 file
management dialog box is displayed. Locate and select the appropriate file to attach to the Action.
Press TAB to go to the next field.

Enter the appropriate datein MM/DD/YYY'Y format in the Planned Completion Date field. Or, click
once on the Pick Date button to select a date from the Netscape Calendar. Press TAB twiceto go to
the next field.

Enter the appropriate data in the Responsible Manager field. Press TAB to go to the next field.

From the drop down list, select the appropriate Status. Press TAB to go to the next field.

Enter the appropriate data in the Descriptive Status field. Press TAB to go to the next field.

Enter the appropriate datein MM/DD/YYY'Y format in the Completion Date field. Or, click once on
the Pick Date button and select the appropriate date from the Netscape Calendar. Press TAB twice to
go to the next field.

From the drop down list, select the appropriate Verification Status.

Click once on the Save button to save the form to the database.

Note: If you want to clear the New Action form before saving the Action, click once on the Clear Data
button.
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4.0 Viewing Data

4.1 Viewing a Source Report

Collapsed Twistie

Expanded Twistie

wWN P

category.

file Edit Yiew Go Commuricator Help

X 2 d 4 2 wH

Back  Fowerd  Relead  Home  Gearch Metscape  Pint G

2

b d

] 7 what's Related

P Report: Russ 04/29/9%
P Report: Rugs Test 1

4"1{5;}01’[ Susan Test 1

¥ Lssus: APA-5d-0001
ractice issue 1 - sfd

P Report: Test Date

HPrevicus = Nest  “Ezpand = Collapse

s ————— Report Link

155 [Dacument i Done

From the Main Menu, select the View button.
Select the Report button.
Select the appropriate sorting button. A list of source reportsis displayed by the selected sorting

4. To view details of the source report, click once on the collapsed twistie to the |eft of the desired report
to expand it. The report and all associated Issues are displayed.
5. To open the report, click once on the report link. The report is launched and displayed on the screen.

Note: To expand all Reports and associated Issues displayed, click once on the Expand button. To
collapse all Reports and Issues expanded, click once on the Collapse button.

Note: To scroll between pages of Reports, click on the Next and Previous buttons displayed on the Main

Menu bar.

CATS User's Guide
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4.2 Viewing an Issue

i
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From the Main Menu, select the View button.

Select the Issue button.

Select the appropriate sorting button. A list of issuesis displayed by the selected sorting category.
To view details of an issue, click once on the collapsed twistie to the left of the desired issue to
expand it.

5. Toopen theissue, click once on theissue link. Theissueis launched and displayed on the screen.

PR

Note: To expand all Issues displayed, click once on the Expand button. To collapse all Issues expanded,
click once on the Collapse button.

Note: To scroll between pages of Issues, click on the Next and Previous buttons displayed on the Main
Menu bar.
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4.3 Viewing a CAP
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From the Main Menu, select the View button.

Select the CAP button.

Select the appropriate sorting button. A list of CAPS is displayed by the selected sorting category.
To view details of a CAP, click once on the collapsed twistie to the left of the desired CAP to expand
it.

To open the CAP, click once on the CAP link. The CAP islaunched and displayed on the screen.

Note: To expand all CAPs displayed, click once on the Expand button. To collapse all CAPs expanded,
click once on the Collapse button.

Note: To scroll between pages of CAPs, click on the Next and Previous buttons displayed on the Main
Menu bar.
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4.4 Viewing an Action
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From the Main Menu, select the View button.

Select the Action button.

Select the appropriate sorting button. A list of actionsis displayed by the selected sorting category.
To view details of an Action, click once on the collapsed twistie to the |eft of the desired Action to
expand it.

To open the Action, click once on the Action link. The Action islaunched and displayed on the
screen.

PR

IS

Note: To expand all CAPs displayed, click once on the Expand button. To collapse all CAPs expanded,
click once on the Collapse button.

Note: To scroll between pages of CAPs, click on the Next and Previous buttons displayed on the Main
Menu bar.
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5.0 Linking Data

CATSisintended to provide a complete documentation trail that starts with a Report, lists the Issues
identified in that Report, identifies the Corrective Action Plan that responds to the Report, and then
itemizes the corrective Actions that address each Issue. The CATS database automatically asks users for
the Report for which Issues are being entered, or for the CAP for which Actions are being entered.
However, just in case it is needed, CATS gives users the options to link previoudly created Issues to
Source Reports, and previously created Actionsto Issues. For example, it may be the case that an Action
addresses more than one Issue, or an Issue has a number of Actions that addressiit.

5.1 Link an Issue to a Source Report

1. Fromthe Main Menu, select the Link button.
2. Sdlect the Add button. Select the Issue button. A dialog box is displayed.
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3. From thelist provided, select the appropriate report to assign an issue.
4. From thelist provided, select the Issue to link to the selected report.
5. Click on the Assign button. Theissueislinked to the selected report. The following screenis

displayed.
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6. If necessary, click once in the Description field to edit the description provided.

7. From the list provided, select the appropriate Guiding Principles by clicking once on the desired
selection. To select multiple selections, press the Ctrl key then the appropriate selections.

8. From the list provided, select the appropriate Core Functions by clicking once on the desired
selection.

9. From thelist provided, select the appropriate ES&H Functional Area by clicking once on the desired
selection.

10. Select the Save button to save the issue and link it to the selected report.

CATS User's Guide 17 Document # EH-72-1999-09-0001.Ver.1



5.2 Link an Action to an Issue
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From the Main Menu, select the Link button.
Select the Add button. Select the Action button. The following screen is displayed.
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From the list provided, select the Report to which to locate the Issue. Select the Select button. The
Pick an I'ssue screen is displayed.

From the list provided, select the Issue to which to link the Action. Select the Select button.

From the list provided, select the Action to link to the Issue/Report. Select the Assign Button. A
message is displayed notifying the User if the action was successful.

Unlink an Action from an Issue

From the Main Menu, select the Link button.

Select the Delete button. Select the Action button. The Pick a Report screen is displayed.

From the list provided, select the Report to which to locate the Issue. Select the Select button. The
Pick an I'ssue screen is displayed.

From the list provided, select the Issue to which to unlink the Action. Select the Select button.
From the list provided, select the Action to unlink from the Issue/Report. Select the Assign Button.
A message is displayed notifying the User if the action was successful.
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6.0 Search Feature

CATS provides Users with the ability to search throughout the CATS database for specific Source
Reports, Issues, CAPs or Actions.

6.1 Search for Source Report
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From the Main Menu, select the Search button.

Select the Report button.

Select the appropriate sort button. The search form is displayed.
Complete the form as appropriate.

Click once on the Execute button. Y our results are displayed.
Click once on the Report Link to display the Report.

ourwpnpE
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6.2 Search for Issue
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From the Main Menu, select the Search button.

Select the Issue button.

Select the appropriate sort button. The search form is displayed.
Complete the form as appropriate.

Click once on the Execute button. Y our results are displayed.
Click once on the Issue Link to display the Issue.
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6.3 Search for CAP
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From the Main Menu, select the Search button.

Select the CAP button.

Select the appropriate sort button. The search form is displayed.
Complete the form as appropriate.

Click once on the Execute button. Y our results are displayed.
Click once on the CAP Link to display the CAP.

ourwdE
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6.4 Search for Action
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From the Main Menu, select the Search button.

Select the Action button.

Select the appropriate sort button. The search form is displayed.
Complete the form as appropriate.

Click once on the Execute button. Y our results are displayed.
Click once on the Action Link to display the Action.
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7.0 Edit Data

CATS provides a method for users to edit both CAPs and Actions within the database. In the event that a
user should make a mistake on a Corrective Action Plan that can not be edited within the CATS database,
they should complete and submit a Data Change Request Form. To obtain a Data Change Request Form,

please go to Appendix A of this manual, or retrieve one from the web site.

Upon completion of the Data Change Request Form, please submit it to the following address for
evaluation.
U.S. DOE
ES&H InfoCenter, EH-72, 270CC
19901 Germantown Rd
Germantown , MD 20874
Phone: 1-800-473-4375
FAX: 301-903-9823

Once your completed Data Change Request Form is received, the database administrator will evaluate
your request and notify you of the status of your request. Please note that not all requests will be
honored. Change requests are subject to final approval for change by the database administrator.

7.1 Edit Source Reports

Source Reports comprise the foundation for the CATS database, upon which everything else depends.
Users cannot edit Source Report data once it has been entered into the database.

7.2 Edit Issues

Likewise, the Issues contained in Source Reports comprise the foundation for the CATS database. Users
cannot edit Issue data once it has been entered into the database.
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7.3 Edit CAPs
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LOCATE THE CAPTO EDIT THROUGH EITHER THE SEARCH OR VIEW OPTIONS.

1. Click once on the CAPto edit. The CAP isopened in read only mode.

2. Click once on the Edit button to edit the document.

3. Make the appropriate edits to the document. Note: Users can only edit the Approval Status field, the
Reviewed by EH-2 field, and the Action Completed Date field.

4. Click once on the Save button to save and close the document.
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7.4 Edit Actions
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Locate the Action to edit through either the Search or View options.

Click once on the Action to edit. The Action is opened in read only mode.

Click once on the Edit button.

Make the appropriate changes to the Action form. Note: the User can only edit the Responsible

Manager field, the Status field, the Descriptive Status field, Completion Date field, and the
Verification Status field.

5. Click once on the Save button to save the changes.
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8.0 Reports

To Be Determined
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Appendix A: Data Change Request Form

U.S. Department of Energy

For ES&H InfoCenter U

se ONLY

HNICAL RECEIVED DATE
NFORMATION APPROVAL DATE
ACTION DATE
(nngtgx!vg;égnmmem, Safety & Health CLOSED DATE
ES&H Helpline 301-903-8358 « 1-800-473-4375
Internet: esh-infocenter@eh.doe.gov
ES&H TIS Web Site: http://tis.eh.doe.gov
Corrective Action Tracking System
DATA Change Request Form
SUBMIT TO: U.S. DOE PHONE: 800-473-4375
ES&H InfoCenter, EH-72, 270CC FAX: 301-903-9823
19901 Germantown Rd.
Germantown, MD 20874
(Type or Print)
Name:
(Last) (First) (Middle Initial)
AUTHORITY / SITE:
Company Name:
Work Phone: Work Fax:
Internet E-Mail Address:
[tem #:
Change(s) to be made:
Reason for change(s):
Requestors Signature: Date:
DBA Summary of Changes:
DBA Signature: Date:
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